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with Sure-Rite... the trouble-free film stencil! i 









XH >vou will say it with flowers in your voice 

~ when you learn about the Seal Tab* red dots 
...@asy-or the-eyes green...up to 15,000 runs 
on one stencil... sharp, clear, black copy... - 


and easy stylus work without tearing, 


“SVrour BOSS may soy it with flowers fr; 
florist when he sees the ease of reading 
signing his name with a stylus 

the clean, readable printed copies... 
stencils (thanks to Seal Tabs*) 


the time you save! 


iS THE MACHINE OPERATOR will si 
a for stopping that gummy stuff 
(again thanks to Seal Tabs*) an 

with which she gets long runs on 
without that “grey” look. 


SURE-RITE 
GREEN FILM STENCILS 


are the stencils with 
the clean Red Dot Seal 
Tabs*. You get three 
different impressions 
with one stencil... 
you get a better buy! 


4 WRITE FOR 


L FREE SAMPLE 
NOW! 


*Patents Pending 





7S AMERICAN STENCIL MFG. CO. 
2714 Walnut Street 


bi Denver 5, Colo. 


Rush sample of the new Sure-Rite 


he”. P Red Seal Tab Green Film Stencil and 
[J R F | T E é s : F the name of my closest dealer. 
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GREEN FILM STENCILS 
AMERICAN STENCIL MFG. CO., 2714 WALNUT STREET, DENVER, COLO. 7 ADDRESS 


As Advertised in Collier s iy city. STATE 


“In the Midwest, See Your Local Panama-Beaver Man” 

















COVER STORY 
This particular cover was designed to 
honor those secretaries employed by the 
lumber industry and all allied industries 


such as construction, furniture, toys, 
paper, government reforestration, etc. Of 
the total 39,264,000,000 board feet of 
lumber. produced in the U. S. in 1951, 
which includes both hard and _ soft 
woods, the Pacific Northwest produced 
almost one-third of the supply and sup- 
ports over a third of a million people. 
Other vital lumber states include Ala- 
bama, Arkansas, Georgia, Tennessee, 
Mississippi, North Carolina, Texas, and 
Virginia. 
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THE SECRETARY 





Employers of the 365 applicants approved for the 1951 
CPS examination completed a checklist of the duties of 
their secretaries. You may want to check this list against 
your own duties. If you are planning to take the 1952 CPS 
examination, you may want to use the list as a study guide, 
for you may be sure that the actual duties of secretaries 
will be covered in the examination. Perhaps you will want 
to provide yourself with a library of secretarial training 
books and then, item by item, read what the various auth- 
ors say about the approved ways of handling each duty. It 
should be remembered, though, that being a successful 
secretary involves understandings and knowledges beyond 
those covered by the skills enumerated here. However, this 
list will give you help in preparing for the technical part of 
the examination. 


Another possible use of this information is for chapter 
programs. It might be helpful to check your handling of 
each item against the suggestions of other secretaries and 
the instructions found in books. 

ESTELLE L. POPHAM, 
Associate Dean and Chairman, 
Research Committee, CPS 


ESTELLE L. POPHAM re- 
ceived her A.B. degree from 
the University of Wisconsin, 
M.A. degree from State Uni- 
versity of Iowa, Ph.D. degree 
from New York University. 
Teaching experience at Mere- 
dith College (Raleigh, North 
Carolina), Hunter College 
(New York, New York) and 
summers at Northwestern 
University, Ohio State Univer- 
sity, the University of Michi- 
gan, Woman's College of the 
University of North Carolina, and the University of Hous- 
ton. Business experience with Metropolitan Insurance Com- 
pany and Saks Fifth Avenue. Co-author of Effective Secre- 
tarial Practices by Beamer, Hanna, and Popham (South- 
Western Publishing Company and of Methods of Teaching 
Business Subjects by Tonne, Popham, and Freeman. Direc- 
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tor of Teacher Placement Service at Hunter College. CPS 
Review Course at the University of Houston last summer 
and at Hunter College in spring of 1952. 


PROFESSIONAL SOCIETY AFFILIATIONS: Vice president 
of Eastern Business Teachers Association. Editor of state 
bulletin of American Association of University Women. 
Research chairman of Alpha Chapter of Delta Pi Epsilon 
(honorary business education fraternity). Associate Editor 
of American Business Education Yearbook. Member of 
Transcription Supervisors Association. Honorary member 
of National Secretaries Association. Chairman of Research 
Committee of CPS. Member of Pi Lambda Theta (honor- 
ary education fraternity). 


REASONS FOR INTEREST IN CPS: My interest in CPS 
stems from the fact that it is a program for the profes- 
sionalization of secretaryship instituted by secretaries them- 
selves. Rather than a plan for improvement superimposed 
on the group by educators, it is the outgrowth of a num- 
ber of years of effort on the part of leaders in the National 
Secretaries Association to develop a constructive program 
for upgrading secretarial work. 

As a business educator, it is a privilege to work with 
such an aggressive organization, whose efforts have led to 
the giving of the initial examination. During the summer 
of 1951 I taught a review course for the CPS examination 
at the University of Houston. I had expected to have fun 
working with the employed secretaries, but I had not up 
to that time realized the vast potential that exists in the 
program. Important as the actual examination is, it seems 
to me that the greatest value of CPS lies in the creation of 
interest in professional improvement. 


MY HOPES FOR THE FUTURE OF CPS: A good test is not 
built in a day, or a year, or even in several years. Naturally, 
the tests need improvement. It is surprising that they were 
as good as they were. The next step is to validate the tests. 
The Research Committee, after interviewing many, many 
specialists in test construction, recommended (and the In- 
stitute approved) the employment of Dr. Hyman Brandt 
to supervise a long-range research program in connection 
with the tests. Doctor Brandt has in the past five years con- 
structed and developed the national registration examina- 
tion for the American Occupational Therapy Association. 
With this and similar background, he should be able to 
give highly professional assistance. In my opinion, the CPS 
examination can become THE test in the secretarial field, 
a real contribution to business education. 


Order a copy of Kitty Unfoiled non! 





REUTER & BRAGDON, INC. 
610 WOOD ST., PITTSBURGH 22, PA. 


PLEASE ENTER MY ORDER FOR. .................. COPIES 
OF KITTY UNFOILED AT $3.75 EACH. 


UAE isis... 
ADDRESS 











IF CHECK OR MONEY ORDER IS ENCLOSED 
POSTAGE WILL BE PAID. 














APRIL, 1952 


DUTIES PERFORMED *Denotes Ties Standing Often Sometimes Never 
Te a i ise 1 342 23 -- 
Filed (general and personal )........ 2 335 23 7 
Read and sorted mail... os 3 317 30 18 
Placed, received and routed incoming and outgoing Phone calls. 4 302 44 19 
Made and kept record of appointment ...........-wemnnnnnnn 5 293 50 22 
Composed written communications on own initiative or from 
oral instructions or from longhand notes 6 290 64 11 
Received customers and met —_ 7 267 68 30 
Requisitioned supplies ................. 8 251 70 44 
Copied from employer's longhand | notes m7 9 216 124 25 
Made hotel reservations. Se ae Fae eee A 10 209 99 57 
Made transportation reservations....... ener ee mtd Satta 196 108 61 
Operated adding or calculating machines .............. avon . @ 190 107 68 
Organized and typed reports from rough data .... ee 13 185 115 65 
Gathered material for reports Mickie nce 14 176 123 66 
Assisted with preparation of written reports, etc... eee Soicce Ce 151 133 81 
Kept office or company financial records 16 145 51 169 
Kept expense records of employer’s travels siccscuaokes 17 139 76 150 
Typed and indexed minutes tease sinless 138 104 123 
Typed copy for publication cee tala sins uiaaptessaboheiiiincudnescioccsneamie, ae 129 115 121 
Did personal banking for employer. were Ne POPS dee oe 20 125 66 174 
Kept employer's personal, financial and other records - 21 123 43 199 
Marked articles to be clipped and maintained clipping | file ...... isthe, ae 122 93 150 
Prepared payrolls and budgets poreiod iis Cae 120 63 182 
Acted as intermediary for employer in organization ie 24 118 85 162 
Prepared trip itineraries Lead eet 25 108 105 152 
Supervised clerical and stenographic emplore “2es Jcinciediieeeatiena ae 107 91 167 
Did mimeographing or ——— Pecans Laconia: 104 114 147 
Kept employer’s checkbook................ Sissel espinal nai os 104 28 233 
Took speeches as dictated........ Se ee Se TE TR SNe 98 119 148 
Acted as office manager inca ome Si in teadebdibcinsed a 97 62 206 
Took notes at MeCtiNgs ccc Baxi aiae ss dccn hee occnlacaiae 30* 97 113 155 
Took direct dictation to typewTitel....eeccccccccecssnssennssussunensnnnnsnamne 32 89 210 66 
Did personal shopping for employet................ aud on 88 121 156 
Helped plan and organize office social affairs 34 85 108 172 
Helped employer make out income tax report ... 35 79 45 241 
Acted as librarian for the office library........ aise 36 71 43 251 
Typed transcripts from a voice-recording machine i ~ 70 84 211 
Prepared for monthly board meetings......... ‘ eR 69 44 252 
Prepared guest lists............ LER PERCE SON te See 59 60 246 
Gathered material for speeches .............ccc:ccccscsssensrnneneennsn discdsssaieeguec) Ca 52 95 218 
Made digests of articles, letters, or books for the employer 40* 52 92 221 
Made out company HEICOLIE TAK PEPOLES ccs csssessserssesscscnascs iinet 48 25 292 
Helped entertain visiting customers and branch representatives 43 44 84 237 
Plotted graphs EES ee 44 39 79 247 
Welcome to— 
MONTGOMERY CHAPTER CAMBRIDGE CHAPTER WASHINGTON, D. C. TAMPA, FLORIDA 
MONTGOMERY, ALA. CAMBRIDGE, OHIO CHAPTER #3 CHAPTER 
President Miss Lillian Rooks Mrs. Marie Thompson Mrs. Margaret C. Davis Mrs. Kathryn Hays 
143 E. Fairview Ave. 1020 Blaine Ave. 2809 Sixth St. N. E. 2119 Hills 
Vice Miss Lois Hendrickson Mrs. Joan Graham Miss Helen MclIlvaine Mrs. Frances G. McSweeney 
President 650 Sayre St. 714 Beatty Ave. 2216 U Place S. E. 58 David Blvd:, Apt. 11 
Recording Mrs. Katherine T. Rankin Mrs. Paula Phillips Miss Lena E. Rector Miss Mary Aleen Hege 
Secretary Route #3, Box 363 707 S. 10th St. 200 Conn. Ave. N. W. 1502 Inman Ave. 
Apt. 104 
Corr. Mrs. Lawrence G. Hills Miss Louise Tedrick Mrs. Maybert S. Dickey Miss Margaret Cornish 
Secretary 3385 LeBron Ave. 235 N. Fifth St. 2801 Quebec St. 5200 Interbay Blvd. 
Treasurer Mrs. Matye Wilkinson Miss Betty Batman Miss Elizabeth Weisner Miss Evelyn Orr 
224-A South Perry St. Rt. #2, 6030—13th Pl. N. W. 916 S. Rome Ave., Apt. 8 
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Latest in a series featuring Top Secretaries in American Business, including Northrop Aircraft Inc., Hoover Company and Westinghouse Electric Corp. 


Scotilliny... 


and thousands like her 





“Seater. 


prefer the Remington | 


Today, insurance companies realize that 
it takes peak output in all their offices 
to achieve efficient, productive insurance 







operation. That's why top secretaries 

like Miss Hartley of John Hancock go 

for the speed and effortless typing of 

the Remington Electri-conomy -- those 15 

or more clear carbons at a single typing -- 
this handsome "Executype" for letters of 
true distinction that will be signed with 
pride -- and that glorious "alive-at~five" 
feeling because electricity does the work. 





Top Secretary DORIS HARTLEY, 
Secretary to Paul F. Clark, 
President, John Hancock 
Mutual Life Insurance Com- 
pany says: “I like every- 
thing about the new Rem- 
ington Electri-conomy—the 
speed, the electric ease of 
operation, the beautiful let- as 

ters and reports!” ° yw 





THE FIRST NAME IN TYPEWRITERS 
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Walter D. Cocking, currently Chairman of the Board of Edi- 
tors, American School Publishing Company, received degrees 
from Des Moines College and State College, Iowa and Colum- 
bia University. He has had administrative experience on the 
grade school, high school and college levels and has served as 
consultant to the Tennessee Valley Authority, Chief of the 
Education Services Branch of the O. P. A., consultant to vari- 
ous school systems on school plant problems and is co-author 


of the book, “Schools.” 


THE SCHOOL SECRETARY 


A key position in the school’s public relations program 
is held by the school secretary. She is the first member of 
the school administrator's staff who meets the public. 
Whether it be with parent, student, teacher, interested citi- 
zen, or the press, the secretary serves as personal representa- 
tive for her boss—and as “show-window” for the school. 


There is no such thing as a principal who is too busy to 
meet any member of the school staff or public. Schools be- 
long to the people. The principal is a public servant. He is 
a busy executive with problems and schedules to match the 
busiest executive in private industry. His main concern is 
school children and that’s a 24-hour a day job. As right 
hand assistant to her boss, the school secretary's position 
becomes both professional and executive. 


Since the opinion of personnel inside and out of the 
school is colored in large measure by the picture they get 
of the secretary, what does this mean in terms of a good 
school secretary? 


The school secretary is the coordinating link in the suc- 
cessful operation of a school. Her job is to facilitate the bus- 
iness of the school, which is educational. She is the one who 
opens up channels for communication, both oral and writ- 
ten, for the principal and the people with whom he must 
deal. 


Because of her important position, the educational sec- 
retary must combine many skills. Her job is more than the 
sum of mechanical details the secretarial job entails. She 
must have good judgment, intelligence, loyalty, and leader- 
ship qualities. She must show initiative, be cooperative, 
make decisions, and know how to delegate responsibility. 
Her personality spark plugs the varied activities carried on 
in the school house. She can help to interpret school poli- 
cies and procedures for staff personnel and the public, 
thereby helping the school administrator to put his program 
effectively into operation. 


The school secretary should bring to her office a well- 
grounded knowledge of the business and civic life of her 
community. While she is not a specialist in education, she 
should have an understanding of educational practices and 
philosophy. 





WALTER D. COCKING 


Through her use of tact, sympathy and understanding, 
she can aid immeasurably in dispelling the old-fashioned 
belief that a call to the principal's office means unpleasant 
business. Her cheerfulness and friendliness become valuable 
assets in making the visitor feel relaxed and at ease. 


Principals and teachers should recognize the work of the 
school secretary and magnify her professional position to 
the extent that it deserves. In-service training, so important 
to teachers, is equally important to the growth of the secre- 
tary. Training institutes and workshops designed to up- 
gtade the secretary’s position and skills are being sponsored 
all over the country by professional associations of educa- 
tional secretaries, universities, school administrators, and 
boards of education. It’s the wise administrator who en- 
courages his secretary to join national and professional 
organizations. Some school officials make a special effort in 
this direction by allowing their secretaries paid “time off” 
to attend professional meetings and workshops. 


Inviting the secretary to participate in faculty teas, 
monthly meetings, and other social activities are excellent 
ways in which to bring the secretary into close contact with 
the faculty. It’s good for her morale and her relations with 
faculty members. 


The school secretary is not just holding any kind of job. 
Her opportunities for professional advancement are great. 
The good educational secretary is a highly qualified person. 
Her office is one of prestige and dignity. How she con- 
ducts herself and her work can make or break the opinion 
of a school. She’s deserving of the title, “First Lady of the 
School.” 





NSA 1953 NATIONAL CONVENTION 
to be held in 
SEATTLE, WASHINGTON 
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by HOWARD P. REUTER, Aftorney at Law, 
Member of the Allegheny County Bar Association 
Pittsburgh, Pennsylvania 


In some of our other articles, we discussed a “meeting of 
the minds” or entering into a contract. This article deals 
with the termination or discharge of a contract. 


Contracts may be brought to an end by agreement 
between the parties, by operation of law, performance, 
or lastly by a breach, that is, a failure of one of the 
parties to fulfill his part of the agreement. 


Where one of the parties has already performed or par- 
tially performed his part of the contract, there must be con- 
sideration for the agreement to terminate. 


Horace Y. Yak, a lawyer, 
defended N. Ditall, who was 
acquitted on a charge of mur- 
dering his wife. No fee had 
been agreed upon. When Yak 
sent a bill for $1000, Ditall 
sent him a check for $500 and 
marked it, “In full payment 
for all services rendered.” Yak 
cashed the check, then sued 
for the balance. He could not 
recover as his acceptance of 
the check cancelled his claim. 
'f a fee of $1000 had been 
agreed upon originally by the parties, then the check 
of $500 would mot have constituted a settlement in 
full, although so marked. 





A contract may be discharged by operation of law, where, 
when the contract was entered, BOTH parties knew per- 
formance was impossible. 


A contract may provide for automatic cancellation on a 
certain date or upon a certain condition or occurrence. 

The normal end of a contract contemplates performance 
according to its terms. If both parties carry out the contract, 
it is. then ended. 


Unless it appears from the contract that time per- 
formance is important (the legal phrase being “Time 
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is of the Essence”), a reasonable time for performance 
is allowed. What is a reasonable time differs with and 
depends on all the circumstances. 


A contract must be performed satisfactorily. Under the 
law, if performance should have satisfied the ordinary rea- 
sonable person, it is sufficient, unless the agreement is that 
it is to be performed to the satisfaction of the parties. 


A failure to fulfill any condition of a contract constitutes 
a breach. When either party breaches the contract, it is 
ended and the other party is excused from further perform- 
ance. The party injured by the breach of contract is entitled 
to money damages. 


Ewell Regretit order 1000 calendars from Munth 
Toomunth Co. to be delivered on November 15. On 
October 10, Regretit cancelled the order. The contract 
having been breached, the calendar company could sue 
at once without waiting for November 15. 


Some agreements, when breached, cannot be compensated 
for in damages or money. In such cases special courts, 
termed courts of “Equity” will take jurisdiction and order 
the party breaching the agreement to perform. This is called 
“Specific Performance.” The subject matter of a contract 
may be the sale of a unique item, rare, or unusual. There 
may be only one like it. Loss cannot, perhaps, be measured 
in money. No tract of land is exactly like another and con- 
tracts for the sale of land will command specific perform- 
ance. 


Aver Dupois, an art collector, owned a valuable collection 
of paintings by an old master, which he agreed to sell to 
C. Gull for $400,000. Dupois later changed his mind and 
refused to deliver the paintings although Gull offered him 
the money. Gull could bring a “Bill for Specific Perform- 
ance” by which the court would order Dupois to deliver 
the paintings to Gull, upon payment of the purchase price. 
Similarly R. U. Nutz, in writing agreed to sell his apart- 
ment building for $10,000, to A. Corker. Before the deal 
was closed Nutz discovered that he could sell the building 
for more money. Corker can demand the building; he does 
not have to accept money damages. 


Specific performance will not be decreed where the con- 
tract involves personal services. Courts cannot compel sing- 
ers to sing nor actors to perform. 


“Dee” Screech, an opera star, 
signed a contract with the Bag 
and Bellow Opera Company to 
sing once a week during the 
1950 season. Before the season 
was over Dee became insulted 
and refused to sing because her 
dressing room had no stars on 
the door. The courts will not 
compel her to sing. If Dee tried 
to sing elsewhere, during the 
terms of her contract, an injunc- 
tion to stop her from singing 
could be obtained. An injunction 
is an order or decree by a court commanding a person to 
refrain from performing some act. 


All of this brings us to the point where this article 
must end, or our editor may secure an injunction. 








An Underwood is 
a Girls Best Friend ! 


From the time you flick the switch of a beauti- 
ful Underwood All Electric Typewriter in the 
morning 


.. . until you flick it off at the end of the day 


... you get as smooth and clear a flow of words 
as ever delighted an executive! 


That’s a friend . . . a real friend! 









Underwood All Electric Typewriters are 
specially designed to give secretaries and 
typists every advantage in convenience, 
comfort and quality of work. 






Every Underwood feature contributes 
something really important to your quiet 
efficiency: 







. . . to make every letter better 





. .. to eliminate fatigue 





...to get the work... and you... out 
on time! 













Make your typewriter an Underwood All 
Electric. For your employer’s sake... and 
for yours. 


You bet—an UNDERWOOD is a girl’s best 
friend! 


Underwood Corporation 


Typewriters...Adding Machines...Accounting 
Machines...Carbon Paper... Ribbons 


One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada_ J, 


Sales and Service Everywhere 


Underwood ~VWLieie= Typewriter --- Made by the Typewriter 
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Raw 





Novella Craft (top) and Anne Burleigh (bottom) are two of 


NSA’s musically inclined. 


Novella Craft, charter member of the Columbus, Ohio 
Chapter combines study of the voice with study of the law. 
A 5 2” lyric soprano, she prefers musical comedy and oper- 
etta and has starred as soloist with the American Legion 
Band, and the American Federation of Musicians Band in 
their summer park concerts for the past four years. 

In addition to radio, church and concert work through- 
out Ohio, Miss Craft has sung for Boss Night and for Re- 
gional Conventions. She rounded out last season by singing 
the leading role in the one-act opera “Secret of Suzanne” 
at the Columbus Gallery of Fine Arts in February for which 
she obligingly learned to smoke. She also sang the leading 
role in Victor Herbert's “Sweethearts” at the Hartman 
Theater in May. 

Novella is secretary to Richards & Davies, Attorneys and 
has been a legal secretary for more than seven years. Her 
musical career began when as a child of 12 she accompa- 
nied her mother and aunt in vocal duets. She studied voice 
and drama for several years, including instruction from 
Charlotte and Patricia Gaines, Columbus, Ohio and a stay 
in New York City. 


dates to remember 
APRIL 19 


Ohio State Meeting 
Hotel Gibson 
Cincinnati, Ohio 


APRIL 25-27 
Michigan State Meeting 
Bancroft Hotel 
Saginaw, Michigan 
APRIL 19 
Ohio State Meeting 
Hotel Gibson, Cincinnati, Ohio 
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Horace Greeley once said, “Go West Young Man!” And, 
Ann Burleigh, Kalamazoo, Michigan chapter, taking him 
literally, did just that—seeking excitement and adventure. 
She graduated from high school in Indiana, worked one 
year and then went west to California with a girl friend 
where she worked a year as receptionist-stenographer and 
later secretary to the president of a mortgage company be- 
fore sailing for Honolulu. Total assets upon arrival—$3.65. 


Starting with a part-time job she eventually was em- 
ployed by the Los Angeles Steamship Company. Her 
“never-to-be-forgotten memory” resulted one night when 
a flagship from the fleet burned at her pier and Anne spent 
the night recording testimony from the crew while Lloyd’s 
of London questioned them as the ship burned outside the 
window. 


In 1931 she married and returned to San Francisco, trav- 
elled the U. S. for several years and finally settled in Michi- 
gan with her three children. After her husband’s death in 
1942 she accepted her present position as secretary to the 
now Vice President of Sales, Fuller Manufacturing Co. 


Perhaps Anne’s greatest love is her Hammond organ 
which she plays “sweet and lovely.” Her playing has re- 
sulted in considerable local recognition and for the past 
two years she has provided organ music in the lobby of the 
First National Bank during the noon hours of the week 
before Christmas. She is currently playing at the Columbia 
Hotel during the Sunday afternoon dinner hour. Her pro- 
gram consists of having a piano at right angles to the organ 
with a celestette in the center. For variation she plays the 
organ with one hand, the piano with the other and works 
in the celestette music for incidental accompaniment. 





APRIL, 1952 


New EQUIPMENT and PROCEDURES 





NEW AUTOMATIC-INKING 
DUPLICATOR (75) 

In this new D-270 Model, Rex Rotary 
presents a machine in which the inking is 
now continuous instead of intermittent. An 
ink can is inserted and a selector dial is 
pre-set for correct degree of inking—the 
machine does the rest. When all the ink is 
entirely used up, a bell signals that a new 
cartridge should be inserted. The results: 
uniform copy on evey page, easier opera- 
tion, less ink used. Models with either 
manual or electric operation. 


frm May 31 from JUNE 3 


PTE 








NASCON 
WEEK-AT-A-GLANCE BOOK (80) 

The essential feature of these books is 
that a full week of engagements and memo- 
randa are always in sight on the double- 
page spread. There is also an index for 
addresses and telephone numbers. 





HANDY DESK KIT (76) 

This handy desk kit by Brushmakers is 
ideal for your desk. The brushes have nylon 
bristles which can easily be washed with 
soap and water. These brushes reach into 
the most inaccessible places easily. 
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DUPLICATING INK 


Orem 
SUPLICATING i* 





FORMULA #27 (78) 

Formula #27 is a duplicating ink which 
comes in an 8-ounce, plastic squeeze bottle. 
One gentle squeeze feeds the exact amount 
of ink to the cylinder. Hands stay cleaner, 
inking is quicker and more economical. 
Distributed by the Print-O-Matic Co. 


IH 


Gentlemen: 





DESK-O-FILE (77) 

This unit is a compact all-steel desk and 
in addition provides adequate vertical hang- 
ing file space. Available from the Steel 
Parts Mfg. Corp. in two sizes, green, grey 
or walnut color, with large rubber casters. 





ELECTRIC ADDING MACHINE (79) 

Known as the Model 78 SP, this new 
Leader Adding Machine by Underwood 
Corp. is available in 8 column totalling 
capacity. A portable machine which has 
been developed in response to requests by 
dealers. 
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610 Woop STREET 
PITTSBURGH 22, PA. 





I would like further information on the items circled below: 
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78 79 80 
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Easter Seal Campaign 


Since its inception two years ago, the Delaware Chapter 
NSA has participated in such community activities as the 
March of Dimes, Travelers’ Aid, USO, and civil defense. 
However, the biggest project undertaken by the Chapter 
each year is assistance in the Easter Seal mail campaign for 
the Delaware Society for Chippled Children and Adults. 
Though the campaign did not start until March 13, exten- 
sive preparations were underway early in February. 


The NSA’s Service Committee, under the chairmanship 
of Miss Mary Halloran, was in charge of typing and stuff- 
ing of envelopes for this year’s Easter Seals. Other members 
of this committee were Miss Orpha Bennett, Miss Eleanor 
Mitchell, Miss Eleanor Donahue, Miss Myrtle Graham, Miss 
Virginia Larson, Miss Anne Lunceford, and Miss Frances 
Fucinska. 


While working on this campaign, the members of the 
NSA met two nights a week to type and stuff envelopes. 
Highlights of each evening’s hard work was the drawing 
of a name—the lucky winner receiving an orchid for her 
efforts. 


HE MORE YOU KNOW 
- THE MORE YOU’RE WORTH 


You can save your Company time and 
money, make yourself more valued, if you 
know the correct typewriter paper for every 
business and professional need. 


Few people know the correct paper for 
every use. The result is waste in many offices. 


We will send FREE to readers of THE 
SECRETARY a copy of Eaton’s Paper Selec- 
tion Chart. It’s a handy, easy-to-use “finder” 
that tells you the correct paper to use. 


Write to Miss Margaret Falconer 
Eaton Paper Corporation, Pittsfield, Massachusetts. 
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Tenth Annual Boss Night 





Presidents of the Hawkeye Chapter from its installation until 
1951, 1. to r. standing: Mary I. Fitzgerald (1950), Louise 
Johnson (1946), Marguerite Howard (1943), and Mary Hol- 
stad (1951). Seated 1. to r.: Irene Johnson (1947), Helen A. 
Moe (1949), Hilda N. Hart (1945). First president, Marcedes 
Ames (1942) is deceased and third president, Luella Junck 
(1944) is now residing in Denver, Colorado. Irene Loftus 
(1948) is not pictured. 


Ninety-eight bosses and secretaries gathered in the ball- 
room of the Hotel Kirkwood on the evening of February 
13, to celebrate the TENTH ANNUAL BOSS NIGHT 
BANQUET of Hawkeye Chapter. 

Mr. Ivan A. Bickelhaupt, Manager of Sales and Construc- 
tion, Pittsburgh-Des Moines Steel Company, was guest 
speaker. Mr. Bickelhaupt’s secretary, Miss Irene Johnson, 
is a past president of Hawkeye Chapter. 

From plans formulated the latter part of 1942, members 
of Hawkeye Chapter took the initial step and held the First 
Boss Night Banquet on February 10, 1943. This was the 
first banquet of this nature to occur in any chapter in the 
association and one which is now a popular yearly event in 
nearly every chapter. 

At the 1950 Boss Night Banquet a Five Year Club for 
Bosses was started. It is a small group as yet but the enthus- 
iasm shown by all bosses present year after year indicates 
that there will be a steady increase in the membership of 
this exclusive club. Three bosses were added this year and 
the total active membership is now eight. All bosses belong- 
ing to this club have attended at least five Boss Night Ban- 
quets. It will not be long before a Ten-Year Club can be 
started, 





SALUTE TO FREEDOM 


“Before going to Washington, D. C., everyone should have an 
opportunity to read this new book.” 

“An influence toward greater appreciation of freedom.” 

“Colorfully and vividly written with keen perception.” 

“Much educational information is conveyed in an interesting man- 
ner and pleasing style.” 

“It provides a clear picture for those unable to travel, and visit the 
national capital, who seek the knowledge it contains.’ 

“Descriptions of provisions embodied in government buildings are 
keen interpretations of the significance of such construction.’ 

“Through apt descriptions readers are led to recognize the spirit 
of the National Anthem dedicated to the welfare and freedom 
of America as vouched for by the Constitution of the United 
States and the Declaration of Independence.” 


Descriptive narrative centered around Washington, D. C. Printed on heavy 
eggshell book paper with purple end papers and velour cover topped with 
protective covering of translucent cobweb glassine, this small sixty-four page 
non-fiction book has an attractive format and is printed in clear, easily read- 
able type. 


PUBLISHED BY FRANCES M. ASCHBACHER 
318 Mission St., San Antonio, Texas $2.50 per copy postpaid 
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A “Capital” Convention 


As National Convention Chair- 
man, it becomes my duty, as well 
as my pleasure, to tell you from 
time to time of the plans for our 
convention. 

The Capitol of our Great Na- 
tion is our 1952 convention site, 





Y 


MISS M. BIBB 


/ and the dates July 24-26, 1952. 
National Convention We will be the guests of the 
Chairman luxuriant Shoreham Hotel, located 


in the suburbs of Washington, in 
the country club setting. Standing at the gateway to Potomac 
and Rock Creek Parks, it is surrounded by 2350 acres of 
natural parks. It is out in the open air and sunshine, away 
from the noise of downtown traffic, and yet it is only a few 
minutes by bus from the White House and Government 
Offices. Its lobbies, cocktail lounges, and other public rooms 
are modern, air conditioned, as are also its rooms, suites, 
and living quarters. The rates are surprisingly reasonable. 


Single occupancy, $7.00, $8.00 and $9.00. 
Double occupancy, $10.00 and $11.00. 

Suites and parlor and one bedroom, $17.00. 
Suites with parlor and two bedrooms, $27.00. 


DeLuxe end suite, consisting of parlor, dining room, two 
twin bedrooms and two baths, $35.00. 


Make your reservations early with: 

Miss Irving Hand, Chairman of Housing Committee 
3160—18th Street, N. W. 

Washington 10, D. C. 


While the Shoreham is suburban in location and sur- 
rounded on three sides by wonderful parks, it has a neigh- 
borhood shopping center. Almost anything a guest could 
desire can be found in its immediate neighborhood. 


PLAN NOW TO COME TO WASHINGTON—JULY 
24-26. 








An Aerial View of the Shoreham Hotel. 


CONVENTION HOSTESS COMMITTEES 


Banquet: 
Mrs. Winifred Woodhull, Chairman 
10130 Dallas Avenue, Silver Spring, Maryland 


Advertising and Exhibit Space: 
Mrs. Audrey Bardell 
c/o Shell Oil Company, Shoreham Building 
15th & H Streets, N. W., Washington 5, D. C. 


Gifts and Souvenirs: 
Miss Ruth A. Hamilton 
1301 Vermont Avenue, N.W., Apt. 203 
Washington 5, D. C. 


Hospitality and Information: 
Miss Olga E. Schwartz 
865 N. Jefferson Street, Arlington, Virginia 


Tours and Trips: 
Miss Margaret M. Johnson 
5266 N. 26th Street, Arlington, Virginia 


Housing: 
Miss Irving Hand 
3169—18th Street, N. W., Washington 10, D. C. 


Publicity: 
Miss Ellen A. Carey 
2109 F Street, N. W., Apt. 410, Washington 10, D. C. 


Secretary-of-the-Year: 
Miss Barbara G. Wendt 
324 N. Thomas Street, Arlington 3, Virginia 


Special Events: 
Mrs. Mary E. Farwell 
2920 Kanawha Street, N. W., Washington 15, D. C. 


Open House Party: 
Miss Ruth E. Wittschiebe 
3130 Wisconsin Avenue, N. W., Washington, D. C. 
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Beauty is yout Business 


by GEORGIA CASH 


Hello, T.P. and P.H.S.’s (typewriter pounders and pot- 
hook scribblers, to you). Here we are with some help for 
that bust line and those sagging shoulders. We don’t pre- 
tend to know all the answers concerning bust development 
but we do know from observing our own students that the 
bust can be firmed and rounded to some extent by careful 
and regular exercise. Don’t expect results overnight. If you 
do, you will be disappointed. The first step is an expertly 
fitted brassiere. And, in case you don’t know it, most of 
those gals behind the foundation garment counters are ex- 
perts because the manufacturers of brassieres and girdles 
hold schools to teach them the proper garment for each 
type figure. The second step is exercising—and the follow- 
ing exercises are sort of like the castor oil you got when 
you were a kid, nasty, but very good 


Story of the Month 


Mrs. Eileen Belch, Zanesville, Ohio, reporter, submitted 
the “STORY OF THE MONTH,” and we quote: 

“February 12 in Zanesville, was not only Lincoln's Birth- 
day, but Lash High School students of Miss Dorothy Mil- 
ler's shorthand class were made ‘SECRETARIES FOR A 
DAY.’ They were assigned to various offices of the mem- 
bers of the Zanesville Chapter. The entire day was spent 
participating in all problems that confront the secretary of 
today. They were given an opportunity to use all office 
equipment available and were given guidance from NSA 
members in filing, dictation and transcription, handling 
local and long distance phone calls, banking and all duties 
that are typical of a secretary. 

“Companies such as insurance; meat packing; garment 
manufacturing; transformer; gas transmission and YWCA 
gave full cooperation. 

“It was not only a big day for the students, but brought 
back memories of a ‘few’ years ago to 
the NSA’ers . . . the day when they 





for you. Remember to wear your bra 


walked into an office for their first 


while doing them. 

The first we swiped from Uncle 
Sam—that's right, pushups, and we 
do them the hard way. Drop to the 
floor, face down, hands on floor, 
palms down and thumbs point to 
bust, stomach tensed, coccyx under 
and back straight. With your hands 
and toes push your body up. Keep 
your body in a straight line and lower 
slowly by bending elbows deeply. 
Hips and bust should touch the floor 
at the same time. This exercise is 
difficult but well worth the effort 
spent in doing it. Done properly it 
will straighten sagging shoulders, firm 
bust muscles and give you a greater 
chest expansion, all of which help to 
make a lovlier bust line. Do remem- 


CANCER CONTROL MONTH 


April . . . designated Cancer Control 
Month by Congressional Resolution 
. Climaxes the American Cancer 
Society's year ‘round, three-point at- 
tack on cancer, in research, education, 
and service to patients. The scientific 
studies supported by this organization, 
the extent of the education of profes- 
sional and lay groups, the facilities of- 
fered cancer patients . . . all depend 
upon the voluntary contributions of 
the American people. 
Life-saving progress has been made in 
cancer control—but much remains to 
be done. For millions, cancer research 
is a race for life. The American Can- 
cer Society supports research in 100 
institutions in 35 states. 


job. The ‘Bosses’ went along with the 
secretaries . . . thought the idea was 
great . . . talked with the students 
and made suggestions in their work.” 

This is the third consecutive year 
for this project by the ZANESVILLE 
members and it has received the ap- 
proval of NEVP Mrs. Lilyan Miller 
who passed it along at a conference of 
business teachers at Ohio State Uni- 
versity. Mr. Robert Slaughter of the 
Gregg Publishing Company likes the 
idea so much that he, as a member of 
the advisory board of NSA, is going 
to suggest it to the board as a na- 
tional project. 

ZANESVILLE members may well 
pride themselves in a splendid idea 
well practiced and in their Reporter's 


ber that all corrective exercises are 
done SLOWLY. Reducing exercises 








summarizing remarks. “The NSA’ers 





only require speed. 

This next exercise is easy—but very important. Lie flat 
on your back—stomach muscles taut, back pushed against 
the floor, coccyx tucked under, arms straight down against 
your body and hugged tight to the floor. Start moving your 
arms out along the floor, gradually pulling them up toward 
your head. Keep your arms against the floor at all times 
and try to complete the circle by bringing your fingers to- 
gether over your head. The trick in this exercise is keeping 
the arm muscles tensed and the arms snug against the floor. 
Every time you lift your arms over your head you are con- 
tributing to bust and chest beauty. 

This completes the articles on body exercises. We've kid- 
ded you a lot—but honestly, the results you can get are 
unlimited and we would like to know what you have ac- 
complished. Also if you are interested in more work—for 
your neck, face, ankles—that is, special exercises for indi- 
vidual figure faults. And remember this, if you don’t wind 
up looking like “The Shape” you can at least qualify as a 
female contortionist in any good circus! 
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felt proud to have taken a part in 
giving the students the foothold and self-confidence so bad- 
ly needed in today’s rapid business world.” 





CLASSIFIED ADS 


Classified Advertising, 1Sc per word. Minimum 
charge, $2.50, payable in advance. 

Is your mind new enough to make what is prob- 
ably the most significant decision of your life? If you 
know it is, then you are, in complete challenge, ex- 
pressly invited to link your future with that of a 
group planning to move to central Chile summer 
1952. These families, men and women, plan to bar- 
gain as a group for home sites and live together as 
neighbors to establish a Chilean corporation to de- 
velop some essential industries and begin rather sig- 
nificant possibilities. For application questionnaire, 
Write G. D. Krouse, 1535 Whitney St., Augusta, Ga. 
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KEE LOX TIMELY CARBON 
For Those Who Need Many Copies 
Fen G tag OPER 


20 COPIES 
on a Standard 
Machine 


ALL 
CLEAR and CLEAN 





NOT 
A SMEAR or 
ROLLMARK 





Automatically collated (ready 
for the typewriter) the Carbon 
between the manifold Sheets in 
Kee Lox patented Kopy Align- 
er Collating Device and Box 
combined. 





Very easy to use. 








WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE 
PERFECT COPIES EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 


SAVE TIME, SAVE ANNOYANCE, SAVE MONEY 
Fill In The Coupon And Prove It — Fre! — In Your Onn Office 


We will send free to any Purchasing Agent, Office Manager or Secretary, 25 Sheets of this famous 20 Copy 
Carbon, your size, in a Kopy Aligner patented Collating Box. Write on your letterhead, please. 


a ~~ "7 “" KEE Lox Msc. Co., ROCHESTER 1, N. Y. 
MAILTODAY Please send Free Samples and Box as above to 
Firm ..... I Ec OS ciara aeohis iiunES Mee RE OL tee Mle eee 
e DIN sisiideStieitinccinn 
We use machines 
THANKS Electric [] Noiseless O Standard [] Copies atltime (] 
I i sais nntrecansip ith tecnica 
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NEWS FROM THE FOUR CORNERS OF NSA 








SOUTHEASTERN DISTRICT 

OpEssSA HENSON 

c/o Rich's 

Atlanta, Georgia 

The District Meeting held in At- 
lanta, at which Southeastern Veep 
Margarette Bibb presided, was high- 
lighted by our National President, 
Mary Barrett, being present and speak- 
ing at the banquet; Mrs. Gertrude 
Harris, outstanding attorney and past 
National President of Women Lawyers 
giving a wonderful talk on “Women 
in a World at Peace,” and Dr. Robert 
Burns, local minister, speaking at the 
luncheon meeting which featured 
“Women Through the Ages.” The girls 
in costumes representing these differ- 
ent ages were very spectacular, and 
the “Deep South” reception at which 
many Confederate flags were waved 
and caps worn jauntily over lovely 
coiffeurs, was an interesting feature. 
The title of “Miss District” was won 
by Sara Shealey of Columbia, South 
Carolina, who was presented with a 
typewriter. The Bulletin Award went 
to MEMPHIS, and CHATTAN- 
OOGA's scrap book won first place. 

We want to welcome warmly to our 
district, the recently organized JACK- 
SONVILLE CHAPTER. See picture. 

THE WINTON-SALEM CHAP- 
TER held a big March meeting, with 
John Wesley Clay, noted author and 


members are being consistently gath- 
ered in as evidenced by initiations re- 
cently in the EVERGREEN and CO- 
lecturer as speaker. The O'HENRY 
CHAPTER at Greensboro were their 
special guests. 

The GREENVILLE, South Carolina 
CHAPTER recently made headlines 
through their outstanding activities in 
connection with the Crusade for Free- 
dom. They turned in the most money 
on the drive, and their candidate for 
Mr. Freedom, Mayor J. Kenneth Cass, 
was so named. Their speaker for that 
evening was Mr. Drew Pearson. 

That active MALABOUCHIA 
CHAPTER, Jackson, Mississippi at 
at their recent Bosses’ Night crowned 
as Boss of the Year with the title 
“Chief Sitting Pretty” (Malabouchia 
is an Indian name), Dr. James L. 
Royal. His secretary, NSA member 
Betty Little, had the pleasure of plac- 
ing the crown on his head. 


NORTHWESTERN DISTRICT 

Miss LAURIE MAE SANDERS 

1326 East Ninth Street 

Olympia, Washington 

SACAJAWEA CHAPTER of Seat- 
tle, Washington is way up in the 
clouds after receiving word that Seattle 
will be the 1953 Convention site! 

COLUMBINE CHAPTER of Den- 
ver, Colorado is trying hard to organ- 





Pictured left to right at the Crusade for Freedom drive held in Greenville, North 
Carolina are Miss Louise Kellett, County Treasurer for the Drive; Miss Sara Stewart, 
NSA Chairman; Mr. Drew Pearson, Miss Jerry Mathis, Acting Chairman for the 


County. 
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Officers of the recently organized Jack- 
sonville, Florida Chapter. Standing, |. to 
r. Miss Fern Grimm, Corresponding Sec- 
retary, and Mrs. Ethel Lindsay, President. 
Seated, Miss Mary Tonissen, Treasurer 
and Miss June Stoy, Recording Secre- 
tary. V. P. Mrs. Maureen Hohemhausen 
is not pictured. 


ize a chapter in Pueblo, Colorado. New 
LUMBINE CHAPTERS of Denver, 
MELIOR VITA CHAPTER of Sioux 
Falls, South Dakota and OLYMPIA 
(Washington) CHAPTER. 

Mildred Hughes of ROBERT 
LUCAS CHAPTER, Iowa City, Iowa 
was honored on the 25th anniversary 
of her employment with the same in- 
surance company—a fine record! 

SIOUX CHAPTER of Sioux City, 
Iowa is planning a style show. These 
NSA’ers have been doing a great deal 
of work for the Red Cross Bloodmo- 
bile Unit. ROGUE RIVER CHAP- 
TER of Medford, Oregon is helping 
out on the X-ray Mobile Unit. 

EVERGREEN CHAPTER of Den- 
ver gets an opportunity to explain the 
CPS Program to the National Office 
Management Association. 

MELIOR VITA CHAPTER of 
Sioux Falls recently heard author Rich- 


-ard D. Morenus review his soon-to-be- 


published book, “Crazy-White-Man.” 
The review was most humorous. 

Members of MT. RUSHMORE 
CHAPTER, Rapid City, South Dakota 
are spending a part of each meeting 
taking aptitude tests. 





SOUTHWESTERN DISTRICT 

GLapys V. BAUER 

1930 Arizona Avenue 

Santa Monica, Calif. 

Mrs. Mary H. Barrett, National Pres- 
ident, accompanied by Miss Helen 
Boyle, National Treasurer, Mrs. Shella 
Sharpe, SWVP, and Miss Sara Jane 
Sharpe, President of the Wichita Falls 
Chapter, stopped in El Paso enroute to 
the regional meeting in California. 

The members of the SUN and 
SAGE CHAPTER held a dinner in 
the Hotel Cortez Mirror Room honor- 
ing these guests, at which time Mrs. 
Charlie Meadows, president of the El 
Paso group, formally welcomed the 
visitors to the Southwest. 

Following the dinner, Mrs. Barrett 
spoke briefly on plans for the 1952 
convention, increase in membership, 
and the CPS program. Mrs. Sharpe an- 
nounced plans for the next Southwest- 
ern regional meeting to be held in 
Fort Worth this fall and discussed the 
need for field representatives to work 
with chapter membership committees. 

The national officers participated in 
an informal question-and-answer pe- 
riod. Much enthusiasm was expressed 
regarding the 1952 CPS tests. Miss 
Lelah Black, Assistant Professor of 
Business Administration at Texas 
Western College, assured the national 
officers of the college’s deep interest 
and willingness to cooperate in the 
CPS program. Miss Black was recently 
named an honorary member of the 
SUN and SAGE CHAPTER. She is 
the first El Pasoan to be honored in 
this manner. 

During their short stay, the visitors 
were given an opportunity to sight-see 
in El Paso and nearby Jaurez, Mexico. 
The three officers made a transcribed 
broadcast for Radio Station KTSM in 
E] Paso. An interview was given to 
the EL PASO TIMES, which presented 
an excellent article regarding the aims 
and accomplishments of the national 
organization. 

To climax their whirlwind visit, the 
group again ventured across the Inter- 
national Bridge into the “LAND OF 
MANANA’” to see the colorful Juarez 
night clubs. 

Fourteen members of the WAGON 
WHEEL CHAPTER, Kansas City, 
Missouri are attending a five weeks 
Voice Appeal class—a Kansas Univer- 
sity extension course. 

Members of the WINTER GAR- 
DEN CHAPTER, EI Centro, Califor- 
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nia entertained their Bosses at the In- 
ternational Country Club in Calexico, 
on February 7. 

HEART OF AMERICA, RAIN- 
BOW and WESTPORT CHAPTERS 
of Kansas City and HARRY S. TRU- 
MAN CHAPTER of Independence en- 
tertained the National Board members 
at a tea during their Board Meeting in 
Kansas City on February 2. Mrs. Mary 
Barrett, National President, presented 
past officers pins to Mrs. Irma Helm, 
Past National Treasurer, and Miss 
Clara Krueger, Past National Vice 
President from the Northwest area. 

Frances M. Alley, LC.C. Chairman 
of the Kansas Region, met with SWVP 
Shella Sharpe, following the Board 
Meeting. 

On February 13 WESTPORT 
CHAPTER of Kansas City, Missouri, 
welcomed into its membership nine- 
teen transferees from RAINBOW 
CHAPTER. Nine of the nineteen 
transferees were charter members of 
the RAINBOW CHAPTER. 

All of the KANSAS CHAPTERS 
have been invited to join the OKLA- 
HOMA and ARKANSAS CHAP- 
TERS at a Regional Meeting in Little 
Rock, Arkansas, April 26-27, 1952. 

Mrs. Zenobia U. Lewis, President of 
the LITTLE ROCK CHAPTER, Ar- 
kansas has been appointed Inter-Chap- 
ter Council Chairman of the ARKAN- 
SAS-OKLAHOMA REGION. 

TOWER LIGHTS CHAPTER, Aus- 
tin, Texas celebrated its third anni- 
versary on February 9. Mr. James Bos- 
well, Agriculture Manager of the Aus- 





Miss Bess Oliver, President of the Tower 
Lights Chapter of Austin, Texas, and an- 
other member were photographed as 
they were leaving the Blood Bank. Mem- 
bers serve as hostesses in the Blood Bank 
Canteen Tuesday and Thursday after- 
noons. The Administrative Assistant of 
the Blood Bank, Mrs. Pat Watkins, is a 
member of the Tower Lights Chapter. 


tin Chamber of Commerce gave an 
interesting talk on “The Cost of Pro- 
ducing Food.” 

An area meeting was held in Port 
Arthur, Texas, hostessed by the 
WOODWORTH CHAPTER March 
28-30, 1952. 

Miss Gertrude E. Birkman, executive 
secretary to the Comptroller of Hum- 
ble Oil & Refining Company, Houston, 
was guest speaker at a meeting of the 
FORT WORTH CHAPTER on Feb- 
ruary 29. Miss Birkman is chairman 
of the National Certified Professional 
Secretaries Committee and member of 
the CPS Institute. 

The FORT WORTH CHAPTER is 
planning a study course preparatory to 
the next examination which is to be 
held October 17-18. 


NORTHEASTERN DISTRICT 

Mrs. LEO HORCHOW 

c/o J. C. Breyfogle 

74 E. Gay Street 

Columbus 15, Ohio 

As we near the close of another 
year of NSA Chapter Reporting for 
THE SECRETARY let us meet a few 
of our members who have been acting 
in the capacity of Chapter Reporter. 

MADGEL LISTON, for the AK- 
RON, OHIO TIRE TOWN CHAP- 
TER says “Operation Scholarship could 
have been the theme for the card party 
held by TIRE TOWN CHAPTER on 
February 15. The way those secretaries 
and their friends turned out for the 
party one would have thought they 
each had a special interest in the schol- 
arship which the funds raised through 





Mrs. Jacqueline C. Cain (left) member 
of the NSA-CPS Committee met Gert- 
rude Birkman (right) Chairman of this 
committee on her arrival in Coffeyville, 
Kansas on December 30. Gertrude was 
returning from the CPS Institute meet- 
ing in Chicago and was entertained by 
the GREGG ANN CHAPTER on this 
overnight stop in Coffeyville. 
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The Hill City Chapter of Mansfield, Ohio recently held their Boss Night Dinner. 
Left to right, Speaker, Mach Sauer, Editor of the Leesburg Citizen, and his wife; 
Master of Ceremonies, J. Gilbert Baird, Westinghouse; President Mrs. Iva Parsons; 
Honorary Member, John G. Routzon, Chamber of Commerce. 


the party will finance.” With Madgel’s 
report of over $400 raised, we quite 
agree. Member Helen Eisenberg walk- 
ed away with the fur scarf raffled at 
the party. 

ELEANOR YAX, reporting for the 
BUFFALO, NEW YORK CHAPTER 
quotes its President Barbara McGeorge 
stating that “a VIP was in our midst 
at the February dinner and meeting 
held at the Hotel Sheraton on the 6th.” 
Says Eleanor, “Miss Lillian Clinton of 
the BUFFALO CHAPTER is the first 
Western New York woman to hold a 
certificate of Certified Professional Sec- 
retary. Miss Dolores M. Lang, National 
Secretary, made the presentation to 
Miss Clinton. Miss Yax further reports 
the sponsoring of a series of lectures 
for CPS preparation at the Millard 
Fillmore College of the University of 
Buffalo, and that the BUFFALO mem- 
bers are still assisting the USO at the 
Central Terminal, as its Civic project. 
This Chapter has scored again, having 
swelled its treasury this year with bet- 
ter than twelve hundred dollars from 
its annual Christmas Fashion Show. 


MABEL ABBOT, Reporter for the 
CAMDEN CHAPTER (New Jersey), 
gives praise to CAMDEN members 
for their untiring work with the 
American Red Cross in preparation 
for its annual fund drive, as well as 
their work for the March of Dimes. 
CAMDEN CHAPTER recently enter- 
tained fourteen guests, potential mem- 
bers, sharing with them an informative 
message by Doug Warren, special 
events director of Radio Station 
WKDN, on facts about the theatre, 
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and the effect of TV upon its future. 
Mabel also tells us about CAMDEN’S 
successful Style Show and Card Party 
held in February and says “if John 
Powers had been present he would 
have tried to talk some good secretaries 
into becoming models.” 


FLORENCE McNULTY, who re- 
ports for LAKE SHORE CHAPTER, 
Chicago, submits a spread from the 
Chicago Daily Tribune, to prove that 
its January 28th BOSS NIGHT was a 
“gala” affair—held in a true circus 
spirit with clowns, peanuts, balloons 
and “pink lemonade.” Florence also 
says, “LAKE SHORE CHAPTER is 
proud to report that five of its mem- 
bers applied for and have been accept- 
ed as accredited members of the 
Ground Observer Corps, Aircraft 
Warning Service of the United States 
Air Force.” And, she has submitted pic- 
tures to back up this statement. These 
members who have volunteered their 
time and services in case of emergency 
and as an aid to Civil Defense are, 
Mrs. Rubye Kesler, Florence McNulty, 
Mae Rapport, Dolores Slaski, and 
Betty Wood. 


MRS. CLARA S. GERST, writes 
“WINGS CHAPTER, DAYTON, 
OHIO at their February meeting had 
a speaker from the Montgomery Coun- 
ty Council for Retarded Children tell 
them in detail about the many ways 
Wings Chapter can help in this worth- 
while project. A check for $100 repre- 
senting WINGS CHAPTER life mem- 
bership in the Montgomery County 
Council for Retarded Children, was 
given to the speaker.” Our congratula- 





tions, Dayton! A fine bit of civic work, 
well done. 


BETTY PUTERBAUGH has done 
an outstanding job of reporting for a 
comparatively new NSA CHAPTER, 
BELLE LETTRES CHAPTER, of 
Elkhart, Indiana. She now reveals a 
rather unique method of soliciting 
new members — through first educat- 
ing them of the facts surrounding 
NSA. It has evidently paid off, since 
she says “The Chapter plans to install 
about seventeen new members at the 
March meeting. This represents over 
one hundred per cent increase in mem- 
bership since the chapter was installed 
in July, 1951. Joyce Love, member- 
ship chairman, and her committee are 
certainly to be congratulated.” ELK- 
HART recently transferred two of its 
members, June Ann Reynolds and Al- 
ice Brumbaugh, to the St. Paul Chap- 
ter. The BELLE LETTRES members 
have been assisting the Red Cross 
Blood Donor Drive; are planning a 
style show to help its treasury; and are 
looking toward NSA enlightenment 
for themselves by planning to attend 
the INDIANA STATE MEETING. 


VITA D’ANGELO, reports the RA- 
PIDETTE CHAPTER, Grand Rapids, 
Michigan having been membership- 
minded at its December meeting. The 
results have bolstered their hopes for a 
larger chapter. Of the two foreign 
artists, Mrs. Ingrid Poga, pianist, and 
Mr. Nikolais Subins, tenor, who enter- 
tained, VITA wrote, “We were very 
happy to have these Latvian friends 
who recently emigrated from Europe 





Lockport, New York was the scene of a 
recent installation. The new officers, 1. 
to r., are: Seated: Theresa Condon, Corr. 
Sec.; Marie Newman, V. P.; Mrs. Helen 
Bush, President; Evelyn Benedict, Rec. 
Sec. Standing: Mrs. Joan Vance, Treas- 
urer; Cassandra Waterman, N. Y. State 
Advisor; Dolores Lang, National Secre- 
tary; Margaret Garrow, President, Niag- 
ara Falls Chapter. Lockport was installed 
by the Niagara Falls girls. 
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The document, bearing the actual signa- 
ture of Thomas Jefferson, then Secretary 
of State, was presented to the Cincin- 
nati Public Library by the Cincinnati 
Chapter of NSA.It was paid for from re- 
funds from Ohio tax stamps collected 
by members. It was purchased from a 
Mansfield, Ohio, rare book dealer. 


... being at our gathering gave them 
a better opportunity to acquaint them- 
selves with our American way of life.” 

MRS ANN AZAR who does the re- 
porting for the HARRISBURG 
CHAPTER (PENNSYLVANIA), tells 
us they held a Membership Tea on 
February 2, with a total of 104 mem- 
bers and guests in attendance. She says 
“Many prospective members attended 
and we are hopeful of increasing our 
membership as a result of this tea.” I 
hope our National Membership Chair- 
man, Dicky, is getting satisfaction out 
of all these good reports on member- 
ship drives. 

MRS. L. E. PRESTON, reporter for 
COLLEGE CITY CHAPTER, Jack- 
sonville, Illinois, also brings us news 
of an attempt for 100% increase in 
membership, and writes, “our goal is 
almost in sight.” 


IDELLA F. WHITE, of CONES- 
TOGA CHAPTER, Lancaster, Penn- 
sylvania, says “Two new members were 
installed at our meeting on January 
22, and five additional members will 
be installed at the February meeting. 
This will result in the largest member- 
ship roll for CONESTOGA CHAP- 
TER at any time. since its organiza- 
tion.” She also reports her Chapter 
activities including a coming cake sale, 
for charity; participation in the Natur- 
alization Day luncheon, to greet new 
citizens, as a civic project; and Boss 
Night to be held on April 22. The 
Chapter’s honorary member, Major 
General Daniel B. Strickler is now in 
command of the 28th Division in Ger- 
many and has written the Chapter 
expressing his thanks for its Christmas 


Another important installation took 
place in Washington, D. C. at which 113 
members were initiated. New officers, 1. 
to r.: Lily Morris Warren, Treasurer; 
Marian E. Gaumond, Rec. Sec.; Mary 
Robinson Neagle, President; Mary H. 
Barrett, National President; Margaret 
M. Butler, Corr. Sec. 


gift, together with an interesting report 
of his life in Germany. 


SUSANNE MARTIN, reporter for 
th NEWARK, NEW JERSEY 
CHAPTER says that “many hearts and 
flowers were in evidence at their Val- 
entine’s Day Party,’ which was also 
the Chapter’s third birthday. NEW- 
ARK CHAPTER has been invited to a 
private showing of the inventions of 
LEONARDO da VINCI by the Inter- 
national Business Machines Corpora- 
tion. 

BETTY J. GUNDLACH,, reporting 
for the NEWARK, OHIO CHAPTER 
tells us that they are busily engaged in 
organizing a new NSA Chapter in MT. 
VERNON, OHIO. Possibly these 
MOUND - BUILDERS (by Chapter 
title) will also become NSA-BUILD- 
ERS. Good luck! 

MARY M. NUGENT, reports that 
the PATERSON CHAPTER, (New 
Jersey) recently voted to accept the 
invitation of the Greater Paterson 
Chamber of Commerce to become af- 
filiated as a member organization. She 
says, “It was felt that taking this step 
would be advantageous in that it will 
bring the chapter to the attention of 
local businessmen and organizations in 
addition to giving the chapter access 
to the facilities of the Chamber.” These 
NSA members have also been getting 
special education in “Estate Planning 
for Women,” as outlined by Floyd 
Amoresano, a well-known Paterson at- 
torney. Which indicates that secretaries 
believe in “where there’s a will, there’s 
a way.” 

VIOLA NICHOLS, Reporter for 
MARQUETTE CHAPTER, Peoria, 


Illinois, proudly writes of their Feb- 
ruary guests, two non-NSA members 
of Peoria having passed the CPS exams 
—Miss Sofrona Smith, a Professor of 
Bradley University, and Mrs. Ginevra 
Hall, employed by the Howard Com- 
pany. VIOLA says, “Their attendance 
at the meeting and remarks concern- 
ing the CPS examinations have spurred 
members into action toward definite 
plans for study and preparation for 
the coming exams in October.” 


ETHEL AMBLER, reports for PHIL- 
ADELPHIA CHAPTER. This Chapter 
has adopted the children of the Hope 
Day Nursery and Franklin Day Nurs- 
ery. She writes, “At Christmas we pro- 
vided candy and toys for more than 
100 children; in February we sent ice 
cream; and each month we plan a spe- 
cial treat or some entertainment for 
these small children.” 


GRACE MORETTI, reports that 
the FLOWER CITY CHAPTER, 
Rochester, New York has been in- 
formed on “income taxes,” by a former 
associate of the Treasury Department, 
and that they are also looking forward 
to a series of lectures in Secretarial 
Accounting, Business Law, Business 
English, and General Office Manage- 
ment. 


FLORENCE M. CARLSON, Chap- 
ter Reporter for WORCESTER, MAS- 
SACHUSETTS wrote enthusiastically 
concerning its plans for the NEW 
ENGLAND REGIONAL which will 
be history by the time we go to press. 
She also reported that “on February 13, 
the WORCESTER CHAPTER were 
guests of the FRAMINGHAM CHAP- 
TER at Christy’s on the Turnpike in 
that city.” And, CHARLOTTE W. 
CORSON, reporting for the FRAM- 
INGHAM (MASS.) CHAPTER, 
backed up Florence’s enthusiasm 100%. 
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ho ITS BETTER THAN EVER! 


Soon, your kA Man will offer you a new typewriter ribbon that will 
produce better work, easier work at lower cost...an entirely new typewriter ribbon 
for all manual and electric typewriters. 

Because you have learned that it pays to get his help we are sure you will be 
more happy than ever to see your Panama-Beaver Man about our new typewriter 
ribbon. We back him up with “the line that can’t be matched since 1896” ...our 
new typewriter ribbon is one more reason why he can make you look better in 
print with less effort at lower cost. 

The aims of our company are to make and sell only the finest quality typewriter 
carbon papers, inked ribbons, Unimasters and duplicating carbon papers. Your 
Panama-Beaver Man knows these products thoroughly and will often help to cut 
work and costs by using better supplies. 

If you haven’t met your Panama-Beaver Man, call our local office...become 
acquainted with your local Panama-Beaver Man, he can help you get more and 
better service from your machines and supplies with Panama-Beaver products. 
Ask him for your free Patented Racer Arm. 


Here's YOUR MAN 


ATLANTA, The Tidwell Company 
AURORA, Panama-Beaver, Inc. 
BALTIMORE, 

Coronet Carbon & Ribbon Co. 
BATON ROUGE, 

Kuhlmann Office Supply 
BEAUMONT, Vondersmith Co. 
BIRMINGHAM, Kime Company 


BOSTON, 

Manifold Supplies Co. of Mass. 
BUFFALO, Century Carbon Co. 
CHATTANOOGA, Panama-Beaver, Inc. 
CHICAGO, Panama-Beaver, Inc. 
CINCINNATI, Panama-Beaver, Inc. 
CLEVELAND, Panama Carbon Co. 
COLUMBIA, 5S. C., 

A. Hines McWaters 
COLUMBUS, Panama Carbon Co. 
DALLAS, Panama Carbon Co. 
DAVENPORT, Panama Carbon Co. 
DENVER, Commercial Products 
DES MOINES, Panama Carbon Co. 
DETROIT, Panama Carbon Co. 

EL PASO, The Office Supply Shop 
EVANSVILLE, Panama-Beaver, Inc. 
FORT WAYNE, Panama-Beaver, Inc. 
FORT WORTH, Mayton & Roddy 
HARRISBURG, 

cae Carbon & Ribbon Co. 
HOUSTO 

oie ‘Carbon & Ribbon Co. 
HUNTINGTON, 

Huntington Typewriter Co. 
INDIANAPOLIS, Panama-Beaver, Inc. 
JACKSON, Standard Stationers 
JACKSONVILLE, FLA., 

Panama Carbon Company 
KANSAS CITY, Panama-Beaver, Inc. 
KNOXVILLE, Panama-Beaver, Inc. 
LOS ANGELES, 

Wilson’s Carbon Co., Ltd. 
pore ett Panama-Beaver, Inc. 
MARQUETT' 

Upper ) Office Supply Co. 
MEMPHIS, Panama-Beaver, Inc. 
MIAMI, Panama Carbon Company 
MILWAUKEE, Panama-Beaver, Inc. 
MINNEAPOLIS, Panama Carbon Co. 
MOBILE, Office Supplies, Inc. 
MONTREAL, CANADA, Stencils Ltd. 
NASHVILLE, Panama-Beaver, Inc. 
NEW ORLEANS, Panama-Beaver, Inc. 
NEW YORK, 

Mutual Ribbon & Carbon Co. 
NEWARK, 

Wm. H. Coleman Associates 
OKLAHOMA CITY, Branham'’s, Inc. 
OMAHA, Panama Carbon Company 
PATERSON, 

Wm. H. Coleman Associates 
PEORIA, Panama-Beaver, Inc. 
PHILADELPHIA, 

Carbon & Ribbon Service 
PITTSBURGH, Panama Carbon Co. 
PORTLAND, Simmons Carbon Co. 
RICHMOND, 

Cole, Harding & James, Inc. 
ROANOKE, Caldwell Sites Co. 
ROCKFORD, Panama-Beaver, Inc. 
ST. LOUIS, Panama-Beaver, Inc. 
ST. PAUL, Panama Carbon Co. 
SAN ANTONIO, Paul Anderson Co. 
SAN FRANCISCO, Panama Carbon.Co. 
SOUTH BEND, Panama-Beaver, Inc. 
SPOKANE, Imperial Carbon Co. 
TAMPA, Stallings-Jenkins Co. 
TERRE HAUTE, Panama-Beaver, Inc. 
TULSA, Panama Carbon Company 
WASHINGTON, 

Coronet Carbon & Ribbon Co. 
WAUKEGAN, Panama-Beaver, Inc. 
WICHITA, Panama-Beaver, Inc. 


WINNIPEG, CANADA, 
G. R. Bradley & Co., Ltd. 


Coll yourlocal PAWAMA-BEAVER MAN... 2luayd 2 Lie witel— 
yunuma- eave 


CARBON PAPER FOR EVERY OFFICE USE DUPLICATING SUPPLIES NEEDED IN EVERY OFFICE 


P. B. Master Backing Sheet Duplicating Carbon Paper 


Unimasters for all liquid, 
spirit or chemical machines 


INKED RIBBONS FOR EVERY OFFICE MACHINE 
Accounting Ribbons Billing & Bookkeeping Machines Accounting Carbon Paper Payroll Carbon Paper 
Adding Machine Ribbons Multilith Ribbons Billing Carbon Paper Pencil Carbon Paper 
Addressograph Ribbons Portable Typewriter Correspondence Carbon Printers’ Carbon Paper Mimeograph Unistencils 
Bookkeeping Ribbons Ribbons Paper Register Rolls—All machines Mimeograph Stencil Inks Ebony Unimaster 
Carbon Paper Ribbons Teletype Ribbons Legal Carbon Paper All widths, all windings Correction Fluid Music Masters 
Electric Typewriter Typewriter Ribbons Lustra Hand Cleaner 


Patented Racer Arms 


ALL SIZES > ALL COLORS + ALL INKINGS + ALL LENGTHS + ODD SIZES 
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